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PHA 5-Year and
Annual Plan

U.S. Department of Housing and Urban
Development
Office of Public and Indian Housing

OMB No. 2577-0226
Expires 4/30/2011

1.0 PHA Information
PHA Name: Housing Authority of the City of Bremerton PHA Code: WA003
PHA Type: Small High Performing Standard HCV (Section 8)
PHA Fiscal Year Beginning: (MM/YYYY): 10/2012

2.0 Inventory (based on ACC units at time of FY beginning in 1.0 above)
Number of PH units:109 Number of HCV units: 1714_

3.0 Submission Type
5-Year and Annual Plan Annual Plan Only 5-Year Plan Only

4.0 PHA Consortia PHA Consortia: (Check box if submitting a joint Plan and complete table below.)

Participating PHAs
PHA
Code

Program(s) Included in the
Consortia

Programs Not in the
Consortia

No. of Units in Each
Program
PH HCV

PHA 1:
PHA 2:
PHA 3:

5.0 5-Year Plan. Complete items 5.1 and 5.2 only at 5-Year Plan update.

5.1 Mission. State the PHA’s Mission for serving the needs of low-income, very low-income, and extremely low income families in the PHA’s
jurisdiction for the next five years:

5.2 Goals and Objectives. Identify the PHA’s quantifiable goals and objectives that will enable the PHA to serve the needs of low-income and very
low-income, and extremely low-income families for the next five years. Include a report on the progress the PHA has made in meeting the goals
and objectives described in the previous 5-Year Plan.

6.0
PHA Plan Update

(a) Identify all PHA Plan elements that have been revised by the PHA since its last Annual Plan submission: Administrative Plan Revision 02-28-
11 Homeownership (See Attachment B) Admissions and Continued Occupancy Policy Chapter 4 and 5 (See Attachment C)
(b) Identify the specific location(s) where the public may obtain copies of the 5-Year and Annual PHA Plan. For a complete list of PHA Plan

elements, see Section 6.0 of the instructions: BHA website at www.bremertonhousing.org and at our office located at 4040 Wheaton Way,
Suite 105, Bremerton WA 98310.

7.0

Hope VI, Mixed Finance Modernization or Development, Demolition and/or Disposition, Conversion of Public Housing, Homeownership
Programs, and Project-based Vouchers. Include statements related to these programs as applicable.

HOPE VI new development (further explanation in section 10)
• Summit has 7 Project Based Voucher (PBV) units, 47 Public Housing (PH) units, and 29 Low Income Housing Tax Credit (LIHTC

units)
• Bay Vista South has 8 PBV units, 41 PH units, and 19 LIHTC units

03-24-11: BHA Awarded FSS Coordinator Grant which will provide BHA with the necessary resources to facilitate Homeownership counseling.
02-1-11: Kitsap Mental Health Services (KMHS) was awarded 8 PBVs for Burwell House.
04-2011: BHA offered a total of 24 PBVs, below are the awarded agencies and number of vouchers distributed:

• 04-01-11: Low Income Housing Institute (LIHI) – Frank Chopp House: 14 PBVs
• 04-01-11: Kitsap Community Resource (KCR) – Scattered Sites: 9 PBVs
• 04-01-11: Kitsap Mental Health Services (KMHS) – Scattered Sites: 7 PBVs

8.0 Capital Improvements. Please complete Parts 8.1 through 8.3, as applicable.

8.1
Capital Fund Program Annual Statement/Performance and Evaluation Report. As part of the PHA 5-Year and Annual Plan, annually
complete and submit the Capital Fund Program Annual Statement/Performance and Evaluation Report, form HUD-50075.1, for each current and
open CFP grant and CFFP financing.

8.2
Capital Fund Program Five-Year Action Plan. As part of the submission of the Annual Plan, PHAs must complete and submit the Capital Fund
Program Five-Year Action Plan, form HUD-50075.2, and subsequent annual updates (on a rolling basis, e.g., drop current year, and add latest year
for a five year period). Large capital items must be included in the Five-Year Action Plan.
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8.3 Capital Fund Financing Program (CFFP).
Check if the PHA proposes to use any portion of its Capital Fund Program (CFP)/Replacement Housing Factor (RHF) to repay debt incurred to

finance capital improvements.

9.0 Housing Needs. Based on information provided by the applicable Consolidated Plan, information provided by HUD, and other generally available
data, make a reasonable effort to identify the housing needs of the low-income, very low-income, and extremely low-income families who reside in
the jurisdiction served by the PHA, including elderly families, families with disabilities, and households of various races and ethnic groups, and
other families who are on the public housing and Section 8 tenant-based assistance waiting lists. The identification of housing needs must address
issues of affordability, supply, quality, accessibility, size of units, and location.

9.1 Strategy for Addressing Housing Needs. Provide a brief description of the PHA’s strategy for addressing the housing needs of families in the
jurisdiction and on the waiting list in the upcoming year. Note: Small, Section 8 only, and High Performing PHAs complete only for Annual
Plan submission with the 5-Year Plan.

10.0

Additional Information. Describe the following, as well as any additional information HUD has requested.

(a)  Progress in Meeting Mission and Goals. Provide a brief statement of the PHA’s progress in meeting the mission and goals described in the 5-
Year Plan.

1. BHA is making great progress with redeveloping and revitalizing the former Westpark public housing site, using HOPE VI and other
state, federal and private funds. Lease-up will begin February 1, 2011 at The Summit at Bay Vista, the first apartment building to be completed in
the new Bay Vista HOPE VI community. Our contractors expect to complete construction on or about May 31, 2011. Lease-up of Bay Vista
South, 19 buildings consisting of 68 units, will begin in the fall of 2011. Bay Vista West, the third phase at Bay Vista will have 70 new units of
BHA housing. Construction on this phase will begin in the Summer of 2011.

o Construction of Bay Vista South began fall of 2010 and construction on Bay Vista West begins fall of 2011.

2. BHA awarded Kitsap Mental Health Services (KMHS) 8 PBVs for Burwell House.

3. BHA has applied for Family Unification Program (FUP) funds which would provide rental assistance to families for whom the lack of adequate
housing is a primary factor in the placement of the children in out-of-home care and for youths exiting the foster care system.

4. In addition to the FUP grant, BHA has also applied for a Capital Fund Education and Training Community Facilities grant. BHA plans to build
a new community facility for residents and participants in BHA communities and programs, as well as for the greater Bremerton community. The
focus of this facility will be early childhood education and adult education.

5. BHA increased assisted housing choices by conducting quarterly Landlord Workshops. Our last two workshops have been very successful, with
30-40 landlords, property managers and other local agencies attending. The feed back has been very positive, and there has been a great deal of
interest in upcoming events.

6. We have maintained our High Performance status with regards to SEMAP and are continuing to successfully progress with our redevelopment
of Westpark and transforming it into the new Bay Vista community. We are gearing up to reintroduce our interested, relocated residents to the new
Bay Vista development.

7. We will continue to promote economic self-sufficiency within our programs with the recently awarded FSS Coordinator position.

(b) Significant Amendment and Substantial Deviation/Modification. Provide the PHA’s definition of “significant amendment” and “substantial
deviation/modification”

11.0 Required Submission for HUD Field Office Review. In addition to the PHA Plan template (HUD-50075), PHAs must submit the following
documents. Items (a) through (g) may be submitted with signature by mail or electronically with scanned signatures, but electronic submission is
encouraged. Items (h) through (i) must be attached electronically with the PHA Plan. Note: Faxed copies of these documents will not be accepted
by the Field Office.

(a) Form HUD-50077, PHA Certifications of Compliance with the PHA Plans and Related Regulations (which includes all certifications relating
to Civil Rights)

(b) Form HUD-50070, Certification for a Drug-Free Workplace (PHAs receiving CFP grants only)
(c) Form HUD-50071, Certification of Payments to Influence Federal Transactions (PHAs receiving CFP grants only)
(d) Form SF-LLL, Disclosure of Lobbying Activities (PHAs receiving CFP grants only)
(e) Form SF-LLL-A, Disclosure of Lobbying Activities Continuation Sheet (PHAs receiving CFP grants only) Not Applicable
(f) Resident Advisory Board (RAB) comments. Comments received from the RAB must be submitted by the PHA as an attachment to the PHA

Plan. PHAs must also include a narrative describing their analysis of the recommendations and the decisions made on these recommendations.
No comments - NA

(g) Challenged Elements Not Applicable
(h) Form HUD-50075.1, Capital Fund Program Annual Statement/Performance and Evaluation Report (PHAs receiving CFP grants only)
(i) Form HUD-50075.2, Capital Fund Program Five-Year Action Plan (PHAs receiving CFP grants only)
(j) VAWA CH3 ACOP & Admin Plan (Attachment A)
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_______________________________________________________________________________________________________________________________________
This information collection is authorized by Section 511 of the Quality Housing and Work Responsibility Act, which added a new section 5A to the U.S. Housing Act
of 1937, as amended, which introduced 5-Year and Annual PHA Plans. The 5-Year and Annual PHA plans provide a ready source for interested parties to locate basic
PHA policies, rules, and requirements concerning the PHA’s operations, programs, and services, and informs HUD, families served by the PHA, and members of the
public of the PHA’s mission and strategies for serving the needs of low-income and very low-income families. This form is to be used by all PHA types for submission
of the 5-Year and Annual Plans to HUD. Public reporting burden for this information collection is estimated to average 12.68 hours per response, including the time for
reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. HUD
may not collect this information, and respondents are not required to complete this form, unless it displays a currently valid OMB Control Number.

Privacy Act Notice. The United States Department of Housing and Urban Development is authorized to solicit the information requested in this form by virtue of Title
12, U.S. Code, Section 1701 et seq., and regulations promulgated thereunder at Title 12, Code of Federal Regulations. Responses to the collection of information are
required to obtain a benefit or to retain a benefit. The information requested does not lend itself to confidentiality
________________________________________________________________________________________________________________________

Instructions form HUD-50075

Applicability. This form is to be used by all Public Housing Agencies
(PHAs) with Fiscal Year beginning April 1, 2008 for the submission of their
5-Year and Annual Plan in accordance with 24 CFR Part 903. The previous
version may be used only through April 30, 2008.

1.0 PHA Information
Include the full PHA name, PHA code, PHA type, and PHA Fiscal Year
Beginning (MM/YYYY).

2.0 Inventory
Under each program, enter the number of Annual Contributions Contract
(ACC) Public Housing (PH) and Section 8 units (HCV).

3.0 Submission Type
Indicate whether this submission is for an Annual and Five Year Plan, Annual
Plan only, or 5-Year Plan only.

4.0 PHA Consortia
Check box if submitting a Joint PHA Plan and complete the table.

5.0 Five-Year Plan
Identify the PHA’s Mission, Goals and/or Objectives (24 CFR 903.6).
Complete only at 5-Year update.

5.1 Mission. A statement of the mission of the public housing agency
for serving the needs of low-income, very low-income, and extremely
low-income families in the jurisdiction of the PHA during the years
covered under the plan.

5.2 Goals and Objectives. Identify quantifiable goals and objectives
that will enable the PHA to serve the needs of low income, very low-
income, and extremely low-income families.

6.0 PHA Plan Update. In addition to the items captured in the Plan
template, PHAs must have the elements listed below readily available to
the public. Additionally, a PHA must:

(a) Identify specifically which plan elements have been revised
since the PHA’s prior plan submission.

(b) Identify where the 5-Year and Annual Plan may be obtained by
the public. At a minimum, PHAs must post PHA Plans,
including updates, at each Asset Management Project (AMP)
and main office or central off ice of the PHA. PHAs are
strongly encouraged to post complete PHA Plans on its official
website. PHAs are also encouraged to provide each resident
council a copy of its 5-Year and Annual Plan.

PHA Plan Elements. (24 CFR 903.7)

1. Eligibility, Selection and Admissions Policies, including
Deconcentration and Wait List Procedures. Describe
the PHA’s policies that govern resident or tenant
eligibility, selection and admission including admission
preferences for both public housing and HCV and unit
assignment policies for public housing; and procedures for
maintaining waiting lists for admission to public housing
and address any site-based waiting lists.

2. Financial Resources. A statement of financial resources,
including a listing by general categories, of the PHA’s
anticipated resources, such as PHA Operating, Capital and
other anticipated Federal resources available to the PHA,
as well as tenant rents and other income available to
support public housing or tenant-based assistance. The
statement also should include the non-Federal sources of
funds supporting each Federal program, and state the
planned use for the resources.

3. Rent Determination. A statement of the policies of the
PHA governing rents charged for public housing and HCV
dwelling units.

4. Operation and Management. A statement of the rules,
standards, and policies of the PHA governing maintenance
management of housing owned, assisted, or operated by
the public housing agency (which shall include measures
necessary for the prevention or eradication of pest
infestation, including cockroaches), and management of
the PHA and programs of the PHA.

5. Grievance Procedures. A description of the grievance
and informal hearing and review procedures that the PHA
makes available to its residents and applicants.

6. Designated Housing for Elderly and Disabled Families.
With respect to public housing projects owned, assisted, or
operated by the PHA, describe any projects (or portions
thereof), in the upcoming fiscal year, that the PHA has
designated or will apply for designation for occupancy by
elderly and disabled families. The description shall
include the following information: 1) development name
and number; 2) designation type; 3) application status; 4)
date the designation was approved, submitted, or planned
for submission, and; 5) the number of units affected.

7. Community Service and Self-Sufficiency. A description
of: (1) Any programs relating to services and amenities
provided or offered to assisted families; (2) Any policies
or programs of the PHA for the enhancement of the
economic and social self-sufficiency of assisted families,
including programs under Section 3 and FSS; (3) How the
PHA will comply with the requirements of community
service and treatment of income changes resulting from
welfare program requirements. (Note: applies to only
public housing).

8. Safety and Crime Prevention. For public housing only,
describe the PHA’s plan for safety and crime prevention to
ensure the safety of the public housing residents. The
statement must include: (i) A description of the need for
measures to ensure the safety of public housing residents;
(ii) A description of any crime prevention activities
conducted or to be conducted by the PHA; and (iii) A
description of the coordination between the PHA and the
appropriate police precincts for carrying out crime
prevention measures and activities.
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9. Pets. A statement describing the PHAs policies and
requirements pertaining to the ownership of pets in public
housing.

10. Civil Rights Certification. A PHA will be considered in
compliance with the Civil Rights and AFFH Certification
if: it can document that it examines its programs and
proposed programs to identify any impediments to fair
housing choice within those programs; addresses those
impediments in a reasonable fashion in view of the
resources available; works with the local jurisdiction to
implement any of the jurisdiction’s initiatives to
affirmatively further fair housing; and assures that the
annual plan is consistent with any applicable Consolidated
Plan for its jurisdiction.

11. Fiscal Year Audit. The results of the most recent fiscal
year audit for the PHA.

12. Asset Management. A statement of how the agency will
carry out its asset management functions with respect to
the public housing inventory of the agency, including how
the agency will plan for the long-term operating, capital
investment, rehabilitation, modernization, disposition, and
other needs for such inventory.

13. Violence Against Women Act (VAWA). A description
of: 1) Any activities, services, or programs provided or
offered by an agency, either directly or in partnership with
other service providers, to child or adult victims of
domestic violence, dating violence, sexual assault, or
stalking; 2) Any activities, services, or programs provided
or offered by a PHA that helps child and adult victims of
domestic violence, dating violence, sexual assault, or
stalking, to obtain or maintain housing; and 3) Any
activities, services, or programs provided or offered by a
public housing agency to prevent domestic violence,
dating violence, sexual assault, and stalking, or to enhance
victim safety in assisted families.

7.0 Hope VI, Mixed Finance Modernization or Development,
Demolition and/or Disposition, Conversion of Public Housing,
Homeownership Programs, and Project-based Vouchers

(a) Hope VI or Mixed Finance Modernization or Development.
1) A description of any housing (including project number (if
known) and unit count) for which the PHA will apply for HOPE
VI or Mixed Finance Modernization or Development; and 2) A
timetable for the submission of applications or proposals. The
application and approval process for Hope VI, Mixed Finance
Modernization or Development, is a separate process. See
guidance on HUD’s website at:
http://www.hud.gov/offices/pih/programs/ph/hope6/index.cfm

(b) Demolition and/or Disposition. With respect to public housing
projects owned by the PHA and subject to ACCs under the Act:
(1) A description of any housing (including project number and
unit numbers [or addresses]), and the number of affected units
along with their sizes and accessibility features) for which the
PHA will apply or is currently pending for demolition or
disposition; and (2) A timetable for the demolition or
disposition. The application and approval process for demolition
and/or disposition is a separate process. See guidance on HUD’s
website at:
http://www.hud.gov/offices/pih/centers/sac/demo_dispo/index.c
fm
Note: This statement must be submitted to the extent that
approved and/or pending demolition and/or disposition has
changed.

(c) Conversion of Public Housing. With respect to public
housing owned by a PHA: 1) A description of any building
or buildings (including project number and unit count) that
the PHA is required to convert to tenant-based assistance or

that the public housing agency plans to voluntarily convert;
2) An analysis of the projects or buildings required to be
converted; and 3) A statement of the amount of assistance
received under this chapter to be used for rental assistance or
other housing assistance in connection with such conversion.
See guidance on HUD’s website at:
http://www.hud.gov/offices/pih/centers/sac/conversion.cfm

(d) Homeownership. A description of any homeownership
(including project number and unit count) administered by
the agency or for which the PHA has applied or will apply
for approval.

(e) Project-based Vouchers. If the PHA wishes to use the
project-based voucher program, a statement of the projected
number of project-based units and general locations and how
project basing would be consistent with its PHA Plan.

8.0 Capital Improvements. This section provides information on a PHA’s
Capital Fund Program. With respect to public housing projects owned,
assisted, or operated by the public housing agency, a plan describing the
capital improvements necessary to ensure long-term physical and social
viability of the projects must be completed along with the required
forms. Items identified in 8.1 through 8.3, must be signed where
directed and transmitted electronically along with the PHA’s Annual
Plan submission.

8.1 Capital Fund Program Annual Statement/Performance and
Evaluation Report. PHAs must complete the Capital Fund
Program Annual Statement/Performance and Evaluation Report
(form HUD-50075.1), for each Capital Fund Program (CFP) to be
undertaken with the current year’s CFP funds or with CFFP
proceeds. Additionally, the form shall be used for the following
purposes:

(a) To submit the initial budget for a new grant or CFFP;

(b) To report on the Performance and Evaluation Report progress
on any open grants previously funded or CFFP; and

(c) To record a budget revision on a previously approved open
grant or CFFP, e.g., additions or deletions of work items,
modification of budgeted amounts that have been undertaken
since the submission of the last Annual Plan. The Capital
Fund Program Annual Statement/Performance and
Evaluation Report must be submitted annually.

Additionally, PHAs shall complete the Performance and
Evaluation Report section (see footnote 2) of the Capital Fund
Program Annual Statement/Performance and Evaluation (form
HUD-50075.1), at the following times:

1. At the end of the program year; until the program is
completed or all funds are expended;

2. When revisions to the Annual Statement are made,
which do not require prior HUD approval, (e.g.,
expenditures for emergency work, revisions resulting
from the PHAs application of fungibility); and

3. Upon completion or termination of the activities funded
in a specific capital fund program year.

8.2 Capital Fund Program Five-Year Action Plan

PHAs must submit the Capital Fund Program Five-Year Action
Plan (form HUD-50075.2) for the entire PHA portfolio for the first
year of participation in the CFP and annual update thereafter to
eliminate the previous year and to add a new fifth year (rolling
basis) so that the form always covers the present five-year period
beginning with the current year.

8.3 Capital Fund Financing Program (CFFP). Separate, written
HUD approval is required if the PHA proposes to pledge any
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portion of its CFP/RHF funds to repay debt incurred to finance
capital improvements. The PHA must identify in its Annual and 5-
year capital plans the amount of the annual payments required to
service the debt. The PHA must also submit an annual statement
detailing the use of the CFFP proceeds. See guidance on HUD’s
website at:
http://www.hud.gov/offices/pih/programs/ph/capfund/cffp.cfm

9.0 Housing Needs. Provide a statement of the housing needs of families
residing in the jurisdiction served by the PHA and the means by which
the PHA intends, to the maximum extent practicable, to address those
needs. (Note: Standard and Troubled PHAs complete annually; Small
and High Performers complete only for Annual Plan submitted with the
5-Year Plan).

9.1 Strategy for Addressing Housing Needs. Provide a description of
the PHA’s strategy for addressing the housing needs of families in
the jurisdiction and on the waiting list in the upcoming year.
(Note: Standard and Troubled PHAs complete annually; Small
and High Performers complete only for Annual Plan submitted
with the 5-Year Plan).

10.0 Additional Information. Describe the following, as well as any
additional information requested by HUD:

(a) Progress in Meeting Mission and Goals. PHAs must
include (i) a statement of the PHAs progress in meeting the
mission and goals described in the 5-Year Plan; (ii) the basic
criteria the PHA will use for determining a significant
amendment from its 5-year Plan; and a significant
amendment or modification to its 5-Year Plan and Annual
Plan. (Note: Standard and Troubled PHAs complete
annually; Small and High Performers complete only for
Annual Plan submitted with the 5-Year Plan).

(b) Significant Amendment and Substantial
Deviation/Modification. PHA must provide the definition
of “significant amendment” and “substantial
deviation/modification”. (Note: Standard and Troubled
PHAs complete annually; Small and High Performers
complete only for Annual Plan submitted with the 5-Year
Plan.)

(c) PHAs must include or reference any applicable memorandum
of agreement with HUD or any plan to improve performance.
(Note: Standard and Troubled PHAs complete annually).

11.0 Required Submission for HUD Field Office Review. In order to be a
complete package, PHAs must submit items (a) through (g), with
signature by mail or electronically with scanned signatures. Items (h)
and (i) shall be submitted electronically as an attachment to the PHA
Plan.

(a) Form HUD-50077, PHA Certifications of Compliance with
the PHA Plans and Related Regulations

(b) Form HUD-50070, Certification for a Drug-Free Workplace
(PHAs receiving CFP grants only)

(c) Form HUD-50071, Certification of Payments to Influence
Federal Transactions (PHAs receiving CFP grants only)

(d) Form SF-LLL, Disclosure of Lobbying Activities (PHAs
receiving CFP grants only)

(e) Form SF-LLL-A, Disclosure of Lobbying Activities
Continuation Sheet (PHAs receiving CFP grants only)

(f) Resident Advisory Board (RAB) comments.

(g) Challenged Elements. Include any element(s) of the PHA
Plan that is challenged.

(h) Form HUD-50075.1, Capital Fund Program Annual
Statement/Performance and Evaluation Report (Must be
attached electronically for PHAs receiving CFP grants
only). See instructions in 8.1.

(i) Form HUD-50075.2, Capital Fund Program Five-Year
Action Plan (Must be attached electronically for PHAs
receiving CFP grants only). See instructions in 8.2.
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Part I: Summary                                                                  
PHA Name/Number   Locality (City/County & State)  X Original 5-Year Plan    Revision No:       
 
A. 

Development Number and 
Name 
 
 

Work Statement 
for Year 1 

FFY 2011 
 

Work Statement for Year 2 
FFY 2012 

Work Statement for Year 3 
FFY 2013 

Work Statement for Year 4 
      FFY 2014  

Work Statement for Year 5 
   FFY 2015   

B. Physical Improvements 
Subtotal 

Annual Statement 50,000 70,000 50,000 70,000 

C. Management Improvements      
D. PHA-Wide Non-dwelling 

Structures and Equipment 
      

E. Administration      
F. Other      
G. Operations  200,000 200,000 200,000 200,000 
H. Demolition      
I. Development  825,000 849,250 918,420 768,000 
J. Capital Fund Financing – 

Debt Service 
     

K. Total CFP Funds  50,000 70,000 93,420 147,500 
L. Total Non-CFP Funds  1,025,000 1,049,250 1,075,000 890,500 
M. Grand Total  1,075,000 1,119,250 1,168,420 1,038,000 
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Part I: Summary (Continuation) 
PHA Name/Number Locality (City/county & State) Original 5-Year Plan     Revision No:       
 
A. 

Development Number 
and Name 

Work 
Statement for 

Year 1 
FFY _______ 

 

Work Statement for Year 2 
FFY ________________ 

Work Statement for Year 3 
FFY ________________ 

Work Statement for Year 4 
      FFY ________________  

Work Statement for Year 5 
  FFY _______________   

  Annual 
Statement 
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Part II: Supporting Pages – Physical Needs Work Statement(s)                                   

Work Statement for Year 2 
FFY 2012 

Work Statement for Year: 3 
FFY 2013 

Work 
Statement for  

Year 1 
FFY2011 

Development 
Number/Name 

General Description of 
Major Work Categories 

Quantity Estimated Cost Development 
Number/Name 

General Description of 
Major Work Categories 

Quantity Estimated Cost 

See       
Annual WA 3-8 Tara Heights-

Dwelling Equipment 
 20,000   20,000 

Statement         
 WA 3-1 Bay Vista 

Development-Dwelling 
Structures 

 825,000   849,250 

 HA-Wide Operations  200,000   200,000 
         
 WA 3-8 Tara Heights-

Dwelling Structures 
 30,000   50,000 

       
       
       
       
       
       
       
       
       
       
       
       
       
                                 Subtotal of Estimated Cost 

 
$ 

1,075,000 
                                 Subtotal of Estimated Cost $ 

1,119,250 
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Part II: Supporting Pages – Physical Needs Work Statement(s)                                   

Work Statement for Year 4 
FFY 2014 

Work Statement for Year:5 
FFY 2015 

Work 
Statement for  
Year 1 FFY 

2011 
Development 

Number/Name 
General Description of 
Major Work Categories 

Quantity Estimated Cost Development 
Number/Name 

General Description of 
Major Work Categories 

Quantity Estimated Cost 

See       
Annual WA 3-8 Tara Heights-

Dwelling Equipment 
 20,000   20,000 

Statement       
 HA-Wide Operations  200,000   200,000 
       
 WA 3-8 Tara Heights-

Dwelling Structures 
 30,000   50,000 

       
 WA 003-1 Bay Vista –

Dwelling Structures 
 918,420   768,000 

       
          

 
       
          
       
       
       
       
       
       
       
       
                                 Subtotal of Estimated Cost 

 
$         1,168,420 

 
                                 Subtotal of Estimated Cost $          1,038,000 
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Work Statement for Year ______________ 
FFY ____________ 

Work Statement for Year: ____________ 
FFY _____________ 

Work 
Statement for  
Year 1 FFY 

______ 
Development Number/Name 

General Description of Major Work Categories 
Estimated Cost Development Number/Name 

General Description of Major Work Categories 
Estimated Cost 

See     
Annual     

Statement     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
                                 Subtotal of Estimated Cost 

 
$ 

 
                                 Subtotal of Estimated Cost $ 
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Part III: Supporting Pages – Management  Needs Work Statement(s)                        

Work Statement for Year ______________ 
FFY ____________ 

Work Statement for Year: ____________ 
FFY _____________ 

Work 
Statement for  
Year 1 FFY 

______ 
Development Number/Name 

General Description of Major Work Categories 
Estimated Cost Development Number/Name 

General Description of Major Work Categories 
Estimated Cost 

See     
Annual     

Statement     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
                                 Subtotal of Estimated Cost 

 
$ 

 
                                 Subtotal of Estimated Cost $ 
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HOUSING AUTHORITY OF THE CITY OF BREMERTON 

 
 

ADMISSIONS AND CONTINUED OCCUPANCY POLICY 
FOR THE  

PUBLIC HOUSING PROGRAM 
04/21/08 Special BOC Meeting:  Approval of New ACOP 

Resolution No.:    B08-07 

CH-Section:     3.III.F 

 
 

 

ADMINISTRATIVE PLAN  
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CH-Section:     3.III.G 
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HOUSING AUTHORITY OF THE CITY OF BREMERTON 

 

MEMORANDUM 
 

7.3.4 

 
DATE:  February 28, 2011 
 
TO:  BHA Board of Commissioners 

 
THRU:  Kurt Wiest 
  Executive Director 
 
FROM: Sarah Van Cleve 
  Housing Director 

 
SUBJECT: Amendment to the Administrative Plan: Chapter 15, Part VII: Homeownership 
 
Staff is requesting approval of an amendment to the Housing Choice Voucher Administrative Plan.  The 
amendment relates to revisions to portions of the chapter on Homeownership.  As we move closer to the 
possibility of creating homeownership opportunities for voucher holders at Bay Vista, changes are 
recommended that would increase the likelihood of success for prospective participants.  We’ve broadened 
the scope for eligibility, particularly as it relates to income, and brought greater clarity on implementation of 
the program. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ACTION REQUIRED:  Approve the Admin Plan REV CH 15 – Homeownership   

 

 

adonis
Typewritten Text
ATTACHMENT B
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Bremerton Housing Authority 
BHA Administrative Plan: Chapter 15 

Homeownership 
 

 

15-VII.A. OVERVIEW [24 CFR 982.625] 

The homeownership option is used to assist a family residing in a home purchased and owned by one or 
more members of the family. A family assisted under this option may be newly admitted or an existing 
participant in the HCV program. BHA must have the capacity to operate a successful HCV homeownership 
program as defined by the regulations. 

There are two forms of homeownership assistance a BHA may offer under this option: monthly 
homeownership assistance payments, or a single down payment assistance grant. BHA may choose to 
offer either or both forms of homeownership assistance, or choose not to offer either. If a BHA offers both 
forms of assistance, a family must choose which form of assistance to receive. 

The BHA must offer either form of homeownership assistance if needed as a reasonable accommodation so 
that the program is readily accessible to and usable by persons with disabilities. It is the sole responsibility 
of BHA to determine whether it is reasonable to implement a homeownership program as a reasonable 
accommodation. BHA must determine what is reasonable based on the specific circumstances and 
individual needs of the person with a disability .BHA may determine that it is not reasonable to offer 
homeownership assistance as a reasonable accommodation in cases where BHA has otherwise opted not 
to implement a homeownership program. 

The BHA must approve a live-in aide if needed as a reasonable accommodation so that the program is 
readily accessible to and usable by persons with disabilities. 

 
BHA hereby establishes a Section 8 tenant-based homeownership option in Kitsap County, Washington, 
pursuant to the U.S. Department of Housing and Urban Development’s (HUD) final rule dated October 12, 
2000 and Section 555 of the Quality Housing and Work Responsibility Act of 1998 under Section 8(y), 
Homeownership Option, and revisions to the regulations. 
 
15-VII.B. INITIAL REQUIREMENTS [24 CFR 982.626] 

Famlies must meet all of the requirements listed below before the commencement of homeownership 
assistance. Any Section 8 eligible program participant who meets the eligibility requirements may use their 
Section 8 housing choice voucher assistance to purchase rather than rent a home, subject to the following: 
 

 The family must be a current participant in the BHA HCV program and been a participant for at 
least one year in good standing. 

 A family must meet the requirements for continued participation in the BHA tenant-based HCV 
Program (Section 8). 

 The family must qualify as a first-time homeowner as defined by HCV HO regulations, or may be 
a cooperative member.  Except for cooperative members who have acquired cooperative 
membership shares prior to commencement of homeownership assistance, no family member 
may have present ownership interest in a residence at the commencement of homeownership 
assistance for the purchase of any home. 

 The non-disabled/non-elderly family must meet the Federal minimum income requirement which 
is available online at: http://www.huduser.org/portal/datasets/il/il10/index.html or you can call the 
BHA office for the current income limits. The family must have a gross annual income equal to the 
Federal minimum wage  which is available online at 

http://www.huduser.org/portal/datasets/il/il10/index.html
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http://www.dol.gov/dol/topic/wages/minimumwage.htm multiplied by 2,000 hours, based on the 
income of adult family members who will own the home. Welfare assistance cannot be used to 
determine the minimum income requirement. 

 For an elderly or disabled family, the minimum income requirement is equal to the current SSI 
monthly payment for an individual living alone, multiplied by 12. 

 For an elderly or disabled family, welfare assistance payments for adult family members who will 
own the home will be included in determining whether the family meets the minimum income 
requirement. It will not be included for other families. 

 The family must satisfy the employment requirements by demonstrating that one or more adult 
members of the family who will own the home at commencement of homeownership assistance is 
currently employed on a full-time basis (not less than an average of 30 hours per week); and has 
been continuously so employed during the year before commencement of homeownership 
assistance for the family. Continuously employed, as defined by BHA’s policy, occurs when the 
break in employment does not exceed two months.  

 The employment requirement does not apply to elderly and disabled families. For a non-
elderly/non-disabled family that includes a person with disabilities, BHA will grant an exemption 
from the employment requirement if the family requests and provides adequate verification that it 
is needed as a reasonable accommodation. 

 The family has not previously defaulted on a mortgage secured debt to purchase a home under 
the HCV homeownership program. 

 Except for cooperative members who have acquired cooperative membership shares prior to the 
commencement of homeownership assistance, the family has entered a contract of sale in 
accordance with 24 CFR 982.631(c). 

 BHA requires the participant to have no indebtedness to the BHA or any other PHA, nor be in a 
current repayment agreement with BHA or a PHA. 

 The family has not committed any serious or repeated violations of a BHA-assisted lease within 
the past year. 

 The family is in good standing with all terms of the family obligations and has been so for at least 
one year. 

 
 The family has had no family caused violations of HUD’s Housing Quality Standards within the 

last year. 
 
15-VII.C.  ELIGIBILITY REQUIREMENTS [24 CFR 982.627] 
 
BHA will initially make available and administer 25 vouchers for the homeownership program.  Upon use of 
all twenty-five (25) vouchers an additional set aside of 25 will be designated for homeownership based on 
availability.  
 
The number of Housing Kitsap HCV vouchers that will initially be made available for the homeownership 
program will be limited to four (4). 
 
BHA will offer the homeownership option to participant families who: 

 

 Have cleared any credit issues that would prevent them from obtaining financing; and 

 Contain at least one adult family member who will oen the home who has been continuously 
employed for at least one year; and 

 Have completed a HUD approved first time homebuyer class; and 
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 Are enrolled in and have taken at least four (4) pre-purchase homeownership classes and agree 
to complete a minimum of 8 hours of post-purchase classes per year of homeownership; and 

 Currently receiving HCV tenant-based assistance.  Families enrolled in public housing must 
become a BHA HCV tenant-based program participant prior to enrollment in the HCV 
Homeownership Program.  If the family is a participant in the PH, FSS, ROSS or HOPE VI 
Relocation Program, the 1-year participation in the HCV program may be waived by BHA.  The 
family must have met all the conditions of the PH, FSS, ROSS Homeownership Program or PH 
HOPE VI Relocation and not be in violation of any BHA or HUD requirements. 

 Priority will be given to families enrolled in the FSS Program for at least one year and that have 
established an escrow account.  Funds accumulated in the escrow account may be advanced for 
resolving credit in order to qualify for the purchase of the home, or financing provisions, subject to 
the guidelines of the FSS Program and approval by BHA.  

 
15-VII.D. ELIGIBLE UNITS [24 CFR 982.628] 

In order for a unit to be eligible, BHA must determine that the unit satisfies all of the following requirements: 

 The unit must meet HUD’s “eligible housing” requirements.  The unit may not be any of the 
following: 

 A public housing or Indian unit; 
 A unit receiving Section 8 project based assistance; 
 A nursing home, board and care home, or facility providing continual psychiatric, 

medical or nursing services; 
 A college or othe school dormitory; 
 On the grounds of penal, reformatory, medical, mental, or similar public or private 

institutions.  
 

 The unit must be under construction (footers have been poured) or already exist at the time 
the family enters into the contract of sale. 

 
 The unit must be a one-unit property or a single dwelling unit in a cooperative or 

condominium. 
 

 The unit must have been inspected by BHA AND by an independent inspector designated by 
the family. 

 
 The unit must meet Housing Quality Standards. 

 
 For a unit where the family will not own fee title to the real property (such as land owned by a 

land trust), the home must have a permanent foundation and the family must have the right 
to occupy the site for at least forty (40) years. 

 
 For BHA owned units all of the following conditions must be satisfied:  

 BHA informs the family, both orally and in writing, that the family has the right ot 
purchase any eligible unit and a BHA owned unit is freely selected by the family 
without BHA pressure or steering; 

 The unit is not ineligible housing; 
 BHA obtains the services of an independent agency to inspect the unit for compliance 

with HQS, review the independent inspection report, review the contract of sale, 
determine the reasonableness of the sales price and any BHA provided financing.  All 
of these actions must be completed in accordance with program requirements. 

BHA must not approve the unit if BHA has been informed that the seller is debarred, suspended, or subject 
to a limited denial of participation. 
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15.VII.E. TIME FRAME TO PURCHASE A HOME [24 CFR 982.626(b), CFR 982.629(a)] 

An applicant will have a maximum of 180 days from the date of issuance of a homeownership voucher to 
find a home and enter into a Purchase Agreement. Failure to complete the home purchase process does 
not disqualify the family from continued participation in the HCV rental program. 
 
Any additional extension will be at the discretion of the BHA’s Executive Director. 
 
BHA will require periodic reports on the family’s progress in finding and purchasing a home.  Such reports 
will be provided by the family at thirty (30) day intervals. 
 
 
Permitted Ownership Arrangements 

The Homeownership Program may be utilized for the following types of housing: 
 

 A single-family unit owned by the family, where one or more adult family members hold title to the 
home, or a home previously occupied under a lease-purchase agreement. Such unit may be a 
single-family home, half of a duplex or single unit within a condominium or multi-plex. 

 A cooperative unit, where one or more adult family members hold membership shares in the 
cooperative. 

 A manufactured home on a permanent foundation in which the family owns the land in fee simple, 
or if the family does not own the land on which the home sits, the family has the right to occupy 
the land for at least forty years. 

 For BHA-owned units all of the following conditions must be satisfied:  

o BHA informs the family, both orally and in writing, that the family has the right to purchase 
any eligible unit and a BHA-owned unit is freely selected by the family without BHA 
pressure or steering; 

o The unit is not an ineligible housing unit; 

o BHA obtains the services of an independent agency to inspect the unit for compliance 
with HQS, review the independent inspection report, review the contract of sale, 
determine the reasonableness of the sales price and any BHA provided financing. All of 
these actions must be completed in accordance with program requirements. BHA will 
obtain the services of a neighboring PHA or the statewide HCV administering agency to 
perform these services, so long as the independent agency is operating a HCV 
Homeownership Program.  

 
 
15-VII.F. HOMEOWNERSHIP COUNSELING [24 CFR 982.630] 

Participants in the HCV Homeownership Program must attend, satisfactorily complete, and receive written 
certification of a pre-purchase homeownership counseling program approved by the Washington State 
Housing Finance Commission and be deemed mortgage ready” before a homeownership voucher will be 
issued.  The counseling will may cover the following topics: 

 Home maintenance 

 Budgeting and money management 

 Credit counseling 

 Negotiating the purchase price of a home 

 Financing 

 Locating the home 

 De-concentration issues 
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 Fair housing, predatory lending 

 Truth in lending, RESPA 

 
Families must complete at least four (4) pre-purchase homeownership classes and agree to complete a 
minimum of 8 hours of post-purchase homeownership classes per year of homeownership assistance. 
 
 
Issuance of Homeownership Voucher 

Upon successful completion of the homeownership counseling and recertification of eligibility and income, 
the family will be issued a HCV HO Voucher and referred to a participating financial institution to be pre-
qualified for mortgage. BHA will provide the financial institution with the family’s estimated homebuyer 
subsidy for inclusion in the qualification determination. 
 
 The voucher will be valid for a total of 180 days from the date of issuance.  The family must enter into a 
purchase agreement within the time period allotted, unless an extension is provided by BHA in writing.  
 

15.VII.G. CONTRACT OF SALE AND HOME INSPECTIONS [24 CFR 982.631] 

Participants in the HCV Homeownership Program must initially complete a Purchase Agreement with the 
owner of the property to be purchased. 
 
The Purchase Agreement must include the seller’s certification that the seller(s) has not been debarred, 
suspended, or subject to a limited denial of participation under any federal contract in accordance with 24 
CFR. 
 
The Purchase Agreement must include the home’s price and other terms of sale, the BHA pre-purchase 
HQS inspection requirements (including a provision that the participant will arrange for an independent pre-
purchase inspection of the unit as set forth below), a provision that the participant is not obligated to 
purchase the unit unless the inspections are satisfactory to the purchaser and BHA, and an agreement that 
the purchaser is not obligated to pay for any necessary repairs. Buyer is not obligated for the purchase of 
the unit unless satisfactory financing can be secured and that is subject to approval by BHA. 
 
The participant must obtain an independent professional home inspection of the unit’s major systems at the 
participant’s expense.  A member of the American Society of Home Inspectors (ASHI), a regular member of 
the National Association of Home Inspectors (NAHI), the State Association of Building Inspectors, or other 
recognized qualifying agent acceptable to both the lender and BHA must conduct the independent 
inspection. The inspector shall also be acceptable to the local lending institutions. In all cases the inspection 
must cover major building systems and components, including foundation and structure, housing interior 
and exterior, and the roofing, plumbing, electrical and heating systems.  The unit must pass a termite or 
wood destroying organism report and any other requirements as determined by the State of Louisiana. The 
inspectors must provide a copy of the inspection reports both to the family and to BHA.  
BHA may not require the family to use an independent inspector selected by BHA. The independent 
inspector may not be a BHA employee or contractor, or other person under control of BHA. However, BHA 
has established standards for qualification of inspectors selected by families under the homeownership 
program. 
 
BHA will conduct a Housing Quality Standards (HQS) inspection first, and if satisfactory, then require the 
independent inspection. BHA will then review the independent professional inspection report of the unit’s 
major systems.  BHA retains the right to disqualify the unit for inclusion in the Homeownership Program 
based on either the HQS inspection or the independent professional inspections report. 
 
15.VII.H. FINANCING [24 CFR 982.632] 
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BHA has established requirements for financing the purchase of a home under the homeownership option. 
This may include requirements concerning qualification of lenders, terms of financing, restrictions 
concerning debt secured by the home, lender qualifications, loan terms, and affordability of the debt. The 
BHA established policies describing these requirements are contained in the administrative plan. 
 
BHA may not require that families acquire financing from one or more specified lenders, thereby restricting 
the family’s ability to secure favorable financing terms. Lenders must be willing to accept direct payment 
from BHA to the lender, or provide for servicing whereby a two payment system is acceptable from BHA 
and the participant on a monthly basis. BHA does have lender’s that have been briefed on the program and 
are willing to make loans to HCV HO participants, and BHA will provide a list of these lenders to the 
participants.  
 
As a check against predatory lending, BHA will review the financing and refinancing of each purchase 
transaction, including estimated closing cost.  BHA will not approve loans with features such as: balloon 
payments, adjustable rate mortgages (ARMs), and unusually high interest rates. BHA will not approve any 
loans that contain predatory practices.  BHA will not approve “seller financing” or “owner held” mortgages.  
Beyond these basic criteria, BHA will rely on the lenders or the secondary market to determine the 
affordability of the loan. However, BHA will also provide a determination on the affordable of the loan to 
program participants. BHA will not approve financing where the family would be obligated for a participant’s 
share to exceed 40% of the participant’s monthly adjusted income. Any exception to this provision must be 
approved by the Housing Director. 
 
The mortgage the family applies for may require a minimum down of at least 3% of the sales price with 1% 
of the down payment coming from the purchaser’s personal funds.  BHA will not require the family have 
more than a maximum of 3% of the purchase price of the home in the transaction.  However, in cases 
where a lender is requiring a larger amount, the family must be held to the underwriting guidelines set by 
their lending institution. BHA will require the purchaser with 1% of the down payment coming from the 
purchaser’s personal funds. 
 
BHA will approve a family’s request to utilize its Family Self Sufficiency escrow account for down payment 
and/or closing cost when purchasing a unit under the HCV homeownership program, per FSS program 
policies. 
 
The household is solely responsible for obtaining financing.  All loans must meet FHA, Fannie Mae, Freddie 
Mac, reputable secondary markets, or acceptable mortgage insurance credit underwriting requirements, or 
governmental instruments. The first mortgage must provide for the escrow of taxes and insurance. BHA will 
review lender qualifications, loan terms, and other family debt and expenses to determine that the debt is 
affordable and reserves the right to disapprove the loan if it is unaffordable or the terms are considered 
predatory.  
 
There is no prohibition against using local, state, Community Development Block Grant (CDBG), HOME or 
other subsidized financing in conjunction with the Homeownership program. BHA will review the layers and 
terms for satisfactory conditions, and retains the ability to approve or disapprove any and all financing 
terms. 
 
The family must be represented by a real estate professional or attorney in the purchase process. 
 
The family must have two (2) times the monthly Total Tenant Payment in the bank prior to closing and 
through the time of subsidy.  This must be maintained in an account separate from the family’s other 
accounts and the original or copy of the account statement must be sent to BHA directly from the bank or 
credit union. 
 
In the event of an appeal to any local determination on financing, the decision of the Housing Director. 
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Ownership Title 

The title of the unit to be purchased may be held jointly by one or more members of the assisted household 
or may be in a cooperative in which one or more members of the assisted household own shares.  Town 
homes, condominiums, manufactured housing or other structure types are acceptable as long as a fee 
simple title can be transferred to the assisted family. Land leases are acceptable as long as they meet the 
HCV HO regulatory requirements. 
 
15.VII.I. FAMILY OBLIGATIONS [24 CFR 982.633] 

In addition to completing the pre- and post-purchase homeownership counseling program, the family must 
execute a HUD Statement of Homeowner Obligations and BHA’s Statement of Homeowner Obligations 
Addendum prior to the issuance of the homeownership voucher, agreeing to comply with all family 
obligations under the Homeownership Program, including but not limited to: 

 The family must comply with the terms of any mortgage securing debt incurred to purchase the 
home or any refinancing of such debt. 

 At any time the family is receiving homeownership assistance, the family may not sell or transfer 
any interest in the home to any entity or person other than a member of the assisted family 
residing in the home. 

 A home equity loan or any refinancing may not be acquired without the prior written consent of 
BHA. 

 The family must provide required information regarding income and family composition in order to 
correctly calculate the total tenant payment (TTP) and homeownership assistance, consistent with 
the HCV requirements and any other information requested by BHA concerning financing, the 
transfer of any interest in the home, or the family’s homeownership expenses. 

 While receiving homeownership assistance, the family must notify BHA if the family defaults on a 
mortgage securing any debt incurred to purchase the home. 

 While receiving homeownership assistance, the family must notify BHA before the family moves 
out of the home. 

 The family must, at annual reexamination, document that the family is current on mortgage, 
insurance, escrow accounts, repair reserve account, and utility payments. 

 The family is prohibited from moving more than one time in a one (1) year period.  The family may 
be required to participate in pre- and post-purchase homeownership counseling prior to re-
housing. 

 While receiving homeownership assistance, no family member may have any ownership interest 
in any other residential property. 

 Sign a release allowing BHA, counselors, realtors, and participating lenders to exchange 
information on the borrower. 

 Agree to maintain the condition of the home to comply with minimum HUD Housing Quality 
Standards (HQS).  If a home passes an inspection for three (3) consecutive years, HUD HQS 
inspections will no longer be required (at the discretion of the PHA). 

 Acknowledge that the termination of assistance shall be in accordance with program 
requirements and the Administrative Plan. 

 Acknowledge that the family is obligated for the whole mortgage payment in the event of 
termination of assistance. 

 Disclose any and all changes of family composition and family income immediately to BHA. 
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 Agree that the family must immediately notify BHA of any late payment, delinquency notices, or 
default notices and must agree to participate in default counseling with a designated agency to 
become current. 

 Agree to attend any identified financial, homeowner or post purchase counseling during time of 
assistance. 

 Agree to the continued employment requirement as stated in BHA’s Administrative Plan. 

 BHA requires the family to maintain a minimum reserve for maintenance and major repairs. The 
minimum reserve shall be equal to the monthly reserve amounts times the number of months 
assisted as a homeowner less any BHA approved withdraws. 

 Agrees that should they itemize deductions for IRS taxing purposes, they shall deduct in 
accordance with the IRS opinion that provides for a prorate deduction of the interest on a 
homeownership mortgage and homeownership taxes. 

 
 
15.VII.J. LENGTH AND CONTINUATION OF ASSISTANCE [24 CFR 982.634] 

Except in the case of a family that qualifies as an elderly or disabled family, other family members 
(described below) shall not receive homeownership assistance for more than: 

 Fifteen (15) years, if the initial mortgage incurred to finance purchase of the home has a term of 
20 years or longer; or ten years, in all other cases. 

 The maximum term described above applies to any member of the family who: 

o Has an ownership interest in the unit during the time that homeownership payments are 
made; or is the spouse of any member of the household who has an ownership interest in 
the unit during the time homeownership payments are made. 

 
In the case of an elderly family, the exception only applies if the family qualifies as an elderly family at the 
start of homeownership assistance. In the case of a disabled family, the exception applies if at any time 
during receipt of homeownership assistance the family qualifies as a disabled family. 
 
If, during the course of homeownership assistance, the family ceases to qualify as a disabled or elderly 
family, the maximum term becomes applicable from the date homeownership assistance commenced. 
However, such a family must be provided at least 6 months of homeownership assistance after the 
maximum term becomes applicable (provided the family is otherwise eligible to receive homeownership 
assistance). 
 
If the family has received such assistance for different homes, or from a different PHA, the total of such 
assistance terms is subject to the maximum term described in this part.  
 
In order for a non-elderly/non-disabled family to continue to be assisted, they must continue to fulfill the 
employment requirement of an average of a minimum of 30 hours per week. In case of unemployment, an 
adult homeowner will re-secure employment within 90 days, unless a documented hardship exists. In the 
event of a documented hardship (i.e. layoff, company closure, death of a working adult, federal disaster, 
etc.), the head of household must provide on a monthly basis to the Homeownership Coordinator, 
verification that they are attempting to pursue employment. The homeowner must show a plan to return to 
work in order to remain eligible for the program.  BHA will assist the participant to secure employment 
through the client services programs and linkage to Job One. After six months of unemployment, the 
homeowner may be terminated from the Homeownership Voucher Program.   
 
Participants are required to attend post-purchase and other forms of ongoing homeownership counseling. 
 
BHA does not conduct routine HQS inspections on an annual basis. However, BHA retains the right to 
conduct a HQS inspection at any time if there is a complaint on the condition of a unit that is being assisted, 
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or BHA observes a unit that is not in compliance with HQS standards. BHA will require the family to 
participate in additional post-purchase counseling and further require the family to bring the unit to HQS 
standards within 30 days. Failure of the family to comply may result in termination of the assistance. 
 
 
15.VII.K. ASSISTANCE PAYMENT [24 CFR 982.635] 

The monthly homeownership assistance payment is the lower of: the voucher payment standard minus the 
Total Tenant Payment (TTP), or the monthly homeownership expenses minus the Total Tenant Payment 
(TTP).  
 
In determining the amount of the homeownership assistance payment, the BHA will use the same payment 
standard schedule, payment standard amounts, and subsidy standards as those described in elsewhere in 
this plan for the Housing Choice Voucher program. 
 
BHA’s housing assistance payment will be paid directly to the lender. If the assistance payment exceeds the 
amount due to the lender, BHA must pay the excess directly to the family. The family can also place these 
funds in an account that can be used for repairs or other homeownership expenses.  
 
BHA may pay the homeownership assistance payments directly to the lender or at the lender’s discretion, 
directly to a servicing agent. If the assistance payment exceeds the amount due to the lender, the BHA 
must pay the excess directly to the family. 
 
Homeownership assistance for a family terminates automatically 180 calendar days after the last 
homeownership assistance payment on behalf of the family.  
 
BHA requires the family to maintain a minimum reserve for maintenance and major repairs. The minimum 
reserve shall be equal to the monthly reserve amounts times the number of months assisted as a 
homeowner less any BHA approved withdraws. 
 
BHA will allow the following homeownership expenses: 

 Monthly homeownership payment:  This includes principal and interest on initial mortgage debt, 
taxes, and homeowner insurance, and any mortgage insurance premium, if applicable. 

 Utility Allowance: The BHA utility allowance for the unit, based on the current HCV utility 
allowance schedule. 

 Monthly maintenance allowance: The monthly maintenance allowance will be the annual 
maintenance allowance, divided by twelve.  The maintenance allowance varies by bedroom size 
and shall be as follows: 

1-bedroom = 20 
2-bedroom = 30 
3-bedroom = 40 
4-bedroom = 50 
5-bedroom = 60 

 Monthly major repair/replacement allowance:   

1-bedroom = 30 
2-bedroom = 40 
3-bedroom = 50 
4-bedroom = 60 
5-bedroom = 70 

 
 Monthly co-op/condominium assessments or dues.  If applicable, the monthly amount of co-op or 

condominium association fees or operation and maintenance assessments. 
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 Monthly principal and interest on debt for handicap accessible improvements.  Principal and 
interest for major home repair, replacements, or improvements, if applicable.      

 Land lease payments where a family does not own fee title to the real property on which the 
home is located; [see 24 CFR 982.628(b)]. 

 In determining expenses for recertification, BHA will use the following homeownership expenses 
(not including cooperatives) to only include amounts allowed by the BHA to cover: 

o Current principal and interest on the mortgage debt, any refinancing of such debt, and 
any mortgage insurance premium incurred to finance purchase of the home; 

o Current real estate taxes and public assessments on the home; 

o Current homeowner insurance; 

o The current BHA allowance for maintenance expenses; 

o The current BHA allowance for costs of major repairs and replacements; 

o The current BHA utility allowance for the home; 

o Principal and interest on mortgage debt incurred to finance costs for major repairs, 
replacements or improvements for the home. If a member of the family is a person with 
disabilities, such debt may include debt incurred by the family to finance costs needed to 
make the home accessible for such person, if the BHA determines that allowance of such 
costs as homeownership expenses is needed as a reasonable accommodation so that 
the homeownership option is readily accessible to and usable by such person; 

o Land lease payments where a family does not own fee title to the real property on which 
the home is located; [see 24 CFR 982.628(b)]. 

o For a condominium unit, condominium operating charges or maintenance fees assessed 
by the condominium homeowner association. 

 Homeownership expenses for a cooperative member may only include amounts allowed by the 
BHA to cover: 

o The cooperative charge under the cooperative occupancy agreement including payment 
for real estate taxes and public assessments on the home; 

o Principal and interest on initial debt incurred to finance purchase of cooperative 
membership shares and any refinancing of such debt; 

o Home insurance; 

o The BHA allowance for maintenance expenses; 

o The BHA allowance for costs of major repairs and replacements; 

o The BHA utility allowance for the home; and Principal and interest on debt incurred to 
finance major repairs, replacements or improvements for the home. If a member of the 
family is a person with disabilities, such debt may include debt incurred by the family to 
finance costs needed to make the home accessible for such person, if the BHA 
determines that allowance of such costs as homeownership expenses is needed as a 
reasonable accommodation so that the homeownership option is readily accessible to 
and usable by such person. 

o Cooperative operating charges or maintenance fees assessed by the cooperative 
homeowner association. 

 
Lease-to-Purchase 
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Lease-to-Purchase agreements are considered rental property and subject to the HCV tenant-based 
assistance rules.  All regulations of the Homeownership Program will become effective at the time that the 
family exercises the option to use a homeownership voucher. 
 
15.VII.L. PORTABILITY [24 CFR 982.636] 

Subject to the restrictions on portability included in HUD regulations and BHA policies, a family may 
exercise portability if the receiving PHA is administering a voucher homeownership program and accepting 
new homeownership families. The receiving PHA may absorb the family into its voucher program, or bill the 
initial PHA.  
 
The family must attend the briefing and counseling sessions required by the receiving PHA. The receiving 
PHA will determine whether the financing, and the physical condition of the unit, are acceptable. The 
receiving PHA must promptly notify the initial PHA if the family has purchased an eligible unit under the 
program, or if the family is unable to purchase a home within the maximum time established by the PHA. 
 
BHA will permit families that are returning with DVP, vouchers, disaster assistance  that were previously 
BHA HCV homeowners to transition back to BHA’s HCV Homeownership Program. Families will be 
absorbed back into BHA’s HCV Program.  
 
All returning Katrina/Rita disaster eligible BHA HCV families will be provided the opportunity to participate in 
the HCV Homeownership Program provided that they are in good standing and meet the HCV 
Homeownership qualifying criteria. Cases will be reviewed and approved by the Housing Director. 
 

Default 

If the family defaults on the home mortgage loan, the participant will not be able to use the Homeownership 
Voucher for rental housing. However, the family may reapply to the BHA HCV rental assistance program, 
provided the application process is open. If the family has not defaulted, but has documented a hardship, 
BHA will review the hardship and based upon extenuating circumstances, may allow the family to return to 
the HCV Rental Program. In order to return to the rental program, the family will be required to dispose of 
the homeownership unit prior to receiving any rental assistance.  
 
15.VII.M. DENIAL OR TERMINATION OF ASSISTANCE [24 CFR 982.638] 

At any time, BHA may deny or terminate homeownership assistance in accordance with HCV program 
requirements in 24 CFR 982.552 (Grounds for denial or termination of assistance) or 24 CFR 982.553 
(Crime by family members). 
 
BHA may also deny or terminate assistance for violation of participant obligations described in 24 CFR 
Parts 982.551 or 982.633. 
 
BHA must terminate voucher homeownership assistance for any member of family receiving 
homeownership assistance that is dispossessed from the home pursuant to a judgment or order of 
foreclosure on any mortgage (whether FHA insured or non-FHA) securing debt incurred to purchase the 
home, or any refinancing of such debt. 
 
BHA will terminate a family’s homeownership assistance if the family violates any of the homeowner 
obligations, as well as for any of the reasons listed in the Statement of Homeownership Obligations, BHA’s 
Statement of Homeownership Obligations, or violations of the Housing Choice Voucher Homeownership 
Program. 
 
In making its decision to terminate homeownership assistance, BHA will consider alternatives and other 
factors.  Upon consideration of such alternatives and factors, BHA may, on a case-by-case basis, choose 
not to terminate assistance. 
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Termination notices will be sent in accordance with the requirements and policies set forth in the program 
regulations and Administrative Plan.  
 
 
15.VII.N. RECAPTURE [24 CFR 982.640] 

BHA will not recapture the Homeownership Voucher payments unless there was an act of fraud or 
misrepresentation of a material fact in order to obtain a benefit. The HCV Homeownership recapture 
provision does not apply to any other program funds that may be used in the transaction.  
 
 
15.VII.O. INFORMAL HEARINGS [24 CFR 982.555] 

An informal hearing will be provided for participants who are being terminated from the Program because of the 
family's action or failure to act as provided in 24 CFR 982.552.  The rules and procedures set forth in the Section 8 
Administrative Plan, entitled “Informal Reviews and Hearings,” will apply. 
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PART III: TENANT SELECTION 

4-III.A. OVERVIEW 

The BHA must establish tenant selection policies for families being admitted to public housing 
[24 CFR 960.201(a)].  The BHA must not require any specific income or racial quotas for any 
developments [24 CFR 903.2(d)].  The BHA must not assign persons to a particular section of a 
community or to a development or building based on race, color, religion, sex, disability, familial 
status or national origin for purposes of segregating populations [24 CFR 1.4(b)(1)(iii) and 24 
CFR 903.2(d)(1)]. 

The order in which families will be selected from the waiting list depends on the selection 
method chosen by the BHA and is impacted in part by any selection preferences that the family 
qualifies for. The availability of units also may affect the order in which families are selected 
from the waiting list. 

The BHA must maintain a clear record of all information required to verify that the family is 
selected from the waiting list according to the BHA’s selection policies [24 CFR 960.206(e)(2)].  
The BHA’s policies must be posted any place where the BHA receives applications. The BHA 
must provide a copy of its tenant selection policies upon request to any applicant or tenant. The 
BHA may charge the family for providing a copy of its tenant selection policies [24 CFR 
960.202(c)(2)]. 

BHA Policy 

When an applicant or resident family requests a copy of the BHA’s tenant selection 
policies, the BHA will provide copies to them free of charge. 

4-III.B. SELECTION METHOD  

BHAs must describe the method for selecting applicant families from the waiting list, including 
the system of admission preferences that the BHA will use. 

Local Preferences  

[24 CFR 960.206] 

BHAs are permitted to establish local preferences and to give priority to serving families that 
meet those criteria. HUD specifically authorizes and places restrictions on certain types of local 
preferences. HUD also permits the BHA to establish other local preferences, at its discretion. 
Any local preferences established must be consistent with the BHA plan and the consolidated 
plan, and must be based on local housing needs and priorities that can be documented by 
generally accepted data sources [24 CFR 960.206(a)]. 

BHA Policy 

The BHA will use the following local preferences: 
1. Families of federally declared disasters who are Section 8 voucher holders or 

displaced public housing residents in another jurisdiction will receive preference over 
other waiting list placeholders for public housing.  

2. Date and time of application. 
3. Previous Westpark residents who meet the income eligible and re-occupancy criteria 

list below will have first priority and offered an opportunity to live in the newly 
developed, Bay Vista:   

a. Payment History with the BHA: 
i. Tenant has not paid rent late* more than three (3) times in the past 

adonis
Typewritten Text
ATTACHMENT C
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twelve months, pending proven hardship.  (To be demonstrated by 
Landlord Verification).  *More than 5 calendar days past due is defined as late. 

ii. Any unpaid balances to the Housing Authority for rent, damages, 
or other charges must be “paid in full” by the time a unit comes 
available. This includes repayments agreements.   

iii. Income and Family Composition: Tenant will have no previous 
misrepresentation of  income and family composition on file. 

iv. Tenant will have no record of willful destruction of BHA property. 
 
 

b. Utility Bills:   
i. Family must be able do demonstrate that there are no outstanding 

or current delinquent debts owed to a utility provider prior to 
approval for admission.  (This will be in the form of a letter from 
the following applicable utility companies (PSE&G, Cascade 
Natural Gas) 

ii. An allowance will be made for applicants who provide proof of 
being on utility assistance plan, in good standing, and that the 
utility company is willing to establish an account in the applicant’s 
name. 

 
 

c. Criminal/Drug Activity:  The tenant or household member shall;  
 

i. Not have been convicted of the illegal manufacture, sale, or 
distribution of a controlled substance within the last three (3) 
years; 

ii. Not have been convicted of any act of violence or threat of 
violence, including the possession of illegal firearms, and 
aggravated assaults, in the last three (3) years;  

iii. Not have been convicted for use and/or possession of a controlled 
substance within the past three (3) years; 

iv. Not have been arrested for use and/or possession of a controlled 
substance within     the past year (12 months). 

v. Not have two (2) or more arrests for any of the above over the last 
three (3) years; 

vi. Not have any arrests or conviction for manufacturing or producing 
methamphetamine; 

vii. Not be subject to any sex offender registration or have any 
convictions for a sex offense. 

 
d. Credit Report/History:   

i. A landlord reference will be required on all known landlords under 
the HCV program.  These landlord references must meet BHA’s 
acceptable criteria.   

ii. Can have no non-addressed accounts in collections.  Should be 
current with all payment to collections. (Exceptions will be made 
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for medical bills) 
 

e. Good Housekeeping and Yard Maintenance Habits: Tenant will have good     
housekeeping and yard maintenance habits.  (As demonstrated by 
Landlord Verification and BHA Inspections) 

 

Income Targeting Requirement  

[24 CFR 960.202(b)] 

HUD requires that extremely low-income (ELI) families make up at least 40% of the families 
admitted to public housing during the BHA’s fiscal year. ELI families are those with annual 
incomes at or below 30% of the area median income. To ensure this requirement is met, the 
BHA may skip non-ELI families on the waiting list in order to select an ELI family.  

If a BHA also operates a housing choice voucher (HCV) program, admissions of extremely low-
income families to the BHA’s HCV program during a BHA fiscal year that exceed the 75% 
minimum target requirement for the voucher program, shall be credited against the BHA’s basic 
targeting requirement in the public housing program for the same fiscal year. However, under 
these circumstances the fiscal year credit to the public housing program must not exceed the 
lower of: (1) ten percent of public housing waiting list admissions during the BHA fiscal year; (2) 
ten percent of waiting list admissions to the BHA’s housing choice voucher program during the 
BHA fiscal year; or (3) the number of qualifying low-income families who commence occupancy 
during the fiscal year of BHA public housing units located in census tracts with a poverty rate of 
30 percent or more. For this purpose, qualifying low-income family means a low-income family 
other than an extremely low-income family. 

BHA Policy 

The BHA will monitor progress in meeting the ELI requirement throughout the fiscal year. 
ELI families will be selected ahead of other eligible families on an as-needed basis to 
ensure that the income targeting requirement is met. 

Mixed Population Developments  

[24 CFR 960.407] 

A mixed population development is a public housing development or portion of a development 
that was reserved for elderly families and disabled families at its inception (and has retained that 
character) or the BHA at some point after its inception obtained HUD approval to give 
preference in tenant selection for all units in the development (or portion of a development) to 
elderly and disabled families [24 CFR 960.102]. Elderly family means a family whose head, 
spouse, cohead, or sole member is a person who is at least 62 years of age. Disabled family 
means a family whose head, spouse, cohead, or sole member is a person with disabilities [24 
CFR 5.403]. The BHA must give elderly and disabled families equal preference in selecting 
these families for admission to mixed population developments. The BHA may not establish a 
limit on the number of elderly or disabled families that may occupy a mixed population 
development. In selecting elderly and disabled families to fill these units, the BHA must first offer 
the units that have accessibility features for families that include a person with a disability and 
require the accessibility features of such units. The BHA may not discriminate against elderly or 
disabled families that include children (Fair Housing Amendments Act of 1988). 

Units Designated for Elderly or Disabled Families  

[24 CFR 945] 
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The BHA may designate projects or portions of a public housing project specifically for elderly or 
disabled families. The BHA must have a HUD-approved allocation plan before the designation 
may take place. 

Among the designated developments, the BHA must also apply any preferences that it has 
established. If there are not enough elderly families to occupy the units in a designated elderly 
development, the BHA may allow near-elderly families to occupy the units [24 CFR 
945.303(c)(1)]. Near-elderly family means a family whose head, spouse, or cohead is at least 50 
years old, but is less than 62 [24 CFR 5.403]. 

If there are an insufficient number of elderly families and near-elderly families for the units in a 
development designated for elderly families, the BHA must make available to all other families 
any unit that is ready for re-rental and has been vacant for more than 60 consecutive days [24 
CFR 945.303(c)(2)]. 

The decision of any disabled family or elderly family not to occupy or accept occupancy in 
designated housing shall not have an adverse affect on their admission or continued occupancy 
in public housing or their position on or placement on the waiting list.  However, this protection 
does not apply to any family who refuses to occupy or accept occupancy in designated housing 
because of the race, color, religion, sex, disability, familial status, or national origin of the 
occupants of the designated housing or the surrounding area [24 CFR 945.303(d)(1) and (2)]. 

This protection does apply to an elderly family or disabled family that declines to accept 
occupancy, respectively, in a designated project for elderly families or for disabled families, and 
requests occupancy in a general occupancy project or in a mixed population project [24 CFR 
945.303(d)(3)]. 

BHA Policy 

The BHA does not have designated elderly or designated disabled housing at this time. 

Deconcentration of Poverty and Income-Mixing  

[24 CFR 903.1 and 903.2] 

The BHA's admission policy must be designed to provide for deconcentration of poverty and 
income-mixing by bringing higher income tenants into lower income projects and lower income 
tenants into higher income projects. A statement of the BHA’s deconcentration policies must be 
in included in its annual plan [24 CFR 903.7(b)]. 

The BHA’s deconcentration policy must comply with its obligation to meet the income targeting 
requirement [24 CFR 903.2(c)(5)]. 

Developments subject to the deconcentration requirement are referred to as ‘covered 
developments’ and include general occupancy (family) public housing developments. The 
following developments are not subject to deconcentration and income mixing requirements: 
developments operated by a BHA with fewer than 100 public housing units; mixed population or 
developments designated specifically for elderly or disabled families; developments operated by 
a PHA with only one general occupancy development; developments approved for demolition or 
for conversion to tenant-based public housing; and developments approved for a mixed-finance 
plan using HOPE VI or public housing funds [24 CFR 903.2(b)]. 

Steps for Implementation  

[24 CFR 903.2(c)(1)] 

To implement the statutory requirement to deconcentrate poverty and provide for income mixing 
in covered developments, the BHA must comply with the following steps: 
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Step 1. The BHA must determine the average income of all families residing in all the BHA's 
covered developments. The BHA may use the median income, instead of average income, 
provided that the BHA includes a written explanation in its annual plan justifying the use of 
median income. 

BHA Policy 

The BHA will determine the average income of all families in all covered developments 
on an annual basis. 

Step 2. The BHA must determine the average income (or median income, if median income was 
used in Step 1) of all families residing in each covered development. In determining average 
income for each development, the BHA has the option of adjusting its income analysis for unit 
size in accordance with procedures prescribed by HUD. 

BHA Policy 

The BHA will determine the average income of all families residing in each covered 
development (not adjusting for unit size) on an annual basis. 

Step 3. The BHA must then determine whether each of its covered developments falls above, 
within, or below the established income range (EIR), which is from 85% to 115% of the average 
family income determined in Step 1. However, the upper limit must never be less than the 
income at which a family would be defined as an extremely low income family (30% of median 
income). 

Step 4. The BHA with covered developments having average incomes outside the EIR must 
then determine whether or not these developments are consistent with its local goals and 
annual plan. 

Step 5. Where the income profile for a covered development is not explained or justified in the 
annual plan submission, the BHA must include in its admission policy its specific policy to 
provide for deconcentration of poverty and income mixing. 

A family has the sole discretion whether to accept an offer of a unit made under the BHA's 
deconcentration policy. The BHA must not take any adverse action toward any eligible family for 
choosing not to accept an offer of a unit under the BHA's deconcentration policy [24 CFR 
903.2(c)(4)]. 

If, at annual review, the average incomes at all general occupancy developments are within the 
EIR, the BHA will be considered to be in compliance with the deconcentration requirement and 
no further action is required. 

BHA Policy 

For developments outside the EIR the BHA will take the following actions to provide for 
deconcentration of poverty and income mixing: 

 Providing incentives to encourage families to accept units in developments where their 
income level is needed, including rent incentives, affirmative marketing plans, or added 
amenities 

 Targeting investment and capital improvements toward developments with an average 
income below the EIR to encourage families with incomes above the EIR to accept units in 
those developments 

 Establishing a preference for admission of working families in developments below the EIR 

 Skipping a family on the waiting list to reach another family in an effort to further the goals of 
deconcentration 
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 Providing other strategies permitted by statute and determined by the BHA in consultation 
with the residents and the community through the annual plan process to be responsive to 
local needs and BHA strategic objectives 

Order of Selection  

[24 CFR 960.206(e)] 

The BHA system of preferences may select families either according to the date and time of 
application or by a random selection process. 

BHA Policy 

Families will be selected from the waiting list based on preference. Among applicants 
with the same preference, families will be selected on a first-come, first-served basis 
according to the date and time their complete application is received by the BHA. 

When selecting applicants from the waiting list the BHA will match the characteristics of 
the available unit (unit size, accessibility features, unit type) to the applicants on the 
waiting lists. The BHA will offer the unit to the highest ranking applicant who qualifies for 
that unit size or type, or that requires the accessibility features. 

By matching unit and family characteristics, it is possible that families who are lower on 
the waiting list may receive an offer of housing ahead of families with an earlier date and 
time of application or higher preference status. 

Factors such as deconcentration or income mixing and income targeting will also be 
considered in accordance with HUD requirements and BHA policy. 

4-III.C. NOTIFICATION OF SELECTION 

When the family has been selected from the waiting list, the BHA must notify the family. 

BHA Policy 

The BHA will notify the family by first class mail when it is selected from the waiting list. 

The notice will inform the family of the following:  

Date, time, and location of the scheduled application interview, including any 
procedures for rescheduling the interview 

Who is required to attend the interview 

Documents that must be provided at the interview to document the legal identity 
of household members, including information about what constitutes acceptable 
documentation 

Documents that must be provided at the interview to document eligibility for a 
preference, if applicable 

Other documents and information that should be brought to the interview 

If a notification letter is returned to the BHA with no forwarding address, the family will be 
removed from the waiting list without further notice. Such failure to act on the part of the 
applicant prevents the BHA from making an eligibility determination; therefore no 
informal hearing will be offered. 
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4-III.D. THE APPLICATION INTERVIEW 

HUD recommends that the BHA obtain the information and documentation needed to make an 
eligibility determination through a private interview. Being invited to attend an interview does not 
constitute admission to the program. 

Reasonable accommodation must be made for persons with disabilities who are unable to 
attend an interview due to their disability [24 CFR 8.4(a) and 24 CFR 100.204(a)]. 

BHA Policy 

Families selected from the waiting list are required to participate in an eligibility interview. 

The head of household and the spouse/cohead will be strongly encouraged to attend the 
interview together. However, either the head of household or the spouse/cohead may 
attend the interview on behalf of the family. Verification of information pertaining to adult 
members of the household not present at the interview will not begin until signed release 
forms are returned to the BHA. 

The interview will be conducted only if the head of household or spouse/cohead provides 
appropriate documentation of legal identity (Chapter 7 provides a discussion of proper 
documentation of legal identity). If the family representative does not provide the 
required documentation, the appointment may be rescheduled when the proper 
documents have been obtained. 

Pending disclosure and documentation of social security numbers, the BHA will allow the 
family to retain its place on the waiting list for ten (10) business days. If not all household 
members have disclosed their SSNs at the next time a unit becomes available, the BHA 
will offer a unit to the next eligible applicant family on the waiting list. 

If the family is claiming a waiting list preference, the family must provide documentation 
to verify their eligibility for a preference (see Chapter 7). If the family is verified as eligible 
for the preference, the BHA will proceed with the interview. If the BHA determines the 
family is not eligible for the preference, the interview will not proceed and the family will 
be placed back on the waiting list according to the date and time of their application.  

The family must provide the information necessary to establish the family’s eligibility, 
including suitability, and to determine the appropriate amount of rent the family will pay. 
The family must also complete required forms, provide required signatures, and submit 
required documentation. If any materials are missing, the BHA will provide the family 
with a written list of items that must be submitted. 

Any required documents or information that the family is unable to provide at the 
interview must be provided within 10 business days of the interview (Chapter 7 provides 
details about longer submission deadlines for particular items, including documentation 
of Social Security numbers and eligible noncitizen status). If the family is unable to 
obtain the information or materials within the required time frame, the family may request 
an extension. If the required documents and information are not provided within the 
required time frame (plus any extensions), the family will be sent a notice of denial (see 
Chapter 3). 

An advocate, interpreter, or other assistant may assist the family with the application and 
the interview process. 

Interviews will be conducted in English. For limited English proficient (LEP) applicants, 
the BHA will provide translation services in accordance with the BHA’s LEP plan. 

 
A family will be considered to have missed the appointment if it is more than fifteen (15) 
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minutes late for any scheduled appointment  

A family that neither requests a rescheduled appointment in writing within the time 
specified below nor appears for the appointment will be subject to termination of housing 
assistance or denial of subsidy. 

If a family is unable to attend a scheduled appointment they must: 

 Contact BHA by mail, fax, email, or hand-delivery at least two working days before 
the date of the originally scheduled appointment; and 

 Provide documentation verifying the reason the family is unable to attend the 
appointment (e.g. verification of hospitalization or imprisonment, police report, etc); 
and 

 In the case of a briefing session or other group meeting, confirm that BHA has 
another briefing session or other group meeting, as appropriate, already scheduled, 
and adequate apace to which to reschedule the family.  

BHA will reschedule the appointment at a date and time specified by BHA. The BHA will 
only reschedule the appointment one time. 

The decision to reschedule will be made at the sole discretion of BHA. BHA will take into 
consideration extenuating circumstances beyond the control of the family that prevent it 
from attending a scheduled appointment (for example, a death or medical emergency in 
the immediate family or a serious traffic accident) and/or the household’s history of 
missed appointments. The participant must provide documentation verifying the reason 
the family was unable to attend the scheduled appointment or to request a rescheduled 
appointment (for example, a funeral announcement, verification of hospitalization or 
imprisonment, or a police report). 

4-III.E. FINAL ELIGIBILITY DETERMINATION  

[24 CFR 960.208] 

The BHA must verify all information provided by the family (see Chapter 7). Based on verified 
information related to the eligibility requirements, including BHA suitability standards, the BHA 
must make a final determination of eligibility (see Chapter 3). 

When a determination is made that a family is eligible and satisfies all requirements for 
admission, including tenant selection criteria, the applicant must be notified of the approximate 
date of occupancy insofar as that date can be reasonably determined [24 CFR 960.208(b)]. 

BHA Policy 

The BHA will notify a family in writing of their eligibility within 10 business days of the 
determination and will provide the approximate date of occupancy insofar as that date 
can be reasonably determined. 

The BHA must promptly notify any family determined to be ineligible for admission of the basis 
for such determination, and must provide the applicant upon request, within a reasonable time 
after the determination is made, with an opportunity for an informal hearing on such 
determination [24 CFR 960.208(a)]. 

BHA Policy 
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If the BHA determines that the family is ineligible, the BHA will send written notification of 
the ineligibility determination within 10 business days of the determination. The notice 
will specify the reasons for ineligibility, and will inform the family of its right to request an 
informal hearing (see Chapter 14). 

 

If the BHA uses a criminal record or sex offender registration information obtained under 24 
CFR 5, Subpart J, as the basis of a denial, a copy of the record must precede the notice to 
deny, with an opportunity for the applicant to dispute the accuracy and relevance of the 
information before the PHA can move to deny the application.  See Section 3-III.G for the BHA’s 
policy regarding such circumstances. 
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